Time-Saving Excel Tips

Excel 2007

Non-Mathematical Uses of Excel
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Thomas Edison Inventions
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wrap text for bottom rows
2. Home/Font/Paint Can
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If Statement (File: “If Practice”

C ]
udentst',-pe here JFormula here ‘
=IF(B2="apple","Super!”,"Sorry"|
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Insert Value_if _true | "Super”

Function Yalue jf_False




Table of Contents--Links

Make Table of Contents first worksheet
{Jinsert a worksheet) (rename worksheets A% I Sheetl1 7°
y right mouse clicking on each sheet) —
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Email File from within Excel

Save file before emailing

Send a copy of the document to other people

= Send a copy of the workbook in an e-mail
message as an attachment.

E— TE
I Create Adobe PDF and Email

=
_]:Ej Create Adobe PDF and 5end for Review

E-mail as PDF Attachment

=i ~end a copy of the workbook in a message
as a PDF attachment.



